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September 26, 2008            RSL-2008-07 
 
MEMORANDUM FOR ASSISTANT REGIONAL ADMINISTRATORS, PBS 
 REGIONAL REALTY SERVICES OFFICERS 
 
FROM: SAMUEL J. MORRIS, III (Signed) 


 ASSISTANT COMMISSIONER FOR OFFICE OF REAL 
ESTATE ACQUISITION - PR  


 
 
SUBJECT: Special Aspects of Contracting for Succeeding Leases 
 
 1. Purpose.  This Realty Services Letter (RSL) provides guidance to lease contracting 


officers and transaction managers on the succeeding lease workflow, the 
appropriate use of succeeding lease acquisition methods established in General 
Services Administration Acquisition Manual (GSAM) Part 570, and the technical 
Solicitation For Offers (SFO) content of succeeding leases.   


 2. Background. 
a. The GSA PBS (FY) 2007/2008 Strategic Business Plan outlines PBS’s priorities 


for FY 2007/2008 to excel at meeting our customers’ leased space requirements 
by delivering superior space, in a timely fashion, at the best value for the 
taxpayer.  In specific terms, the business plan identifies our long-term goals, 
trends in customer behavior, performance results, oversight reports, and industry 
shifts, and it establishes five priorities, including one entitled “Improve the Real 
Estate Leasing Program,” for PBS.  To improve its leasing program, PBS must 
identify better tools and processes, identify consistent enterprise-wide 
operational delivery strategies, strengthen expertise and breadth of disciplines, 
and incorporate private industry practice and feedback. 


b. While there are many situations that justify extending a lease, we want to avoid 
those where we extend without a good business reason.  Also, we are concerned 
about the increasing workload of realty specialists; when extensions continue, 
their workload is compounded and expanded exponentially as expiring 
extensions from prior years are added to the current-year lease expiration 
workload.  It is important to try and take advantage of all the tools at our disposal 
to increase efficiency and leverage our resources.  Therefore, where 
requirements have not materially changed, realty specialists are reminded of the 
requirements to use succeeding lease protocols to negotiate leases with longer 
terms than that contemplated by annual lease extensions.  In addition, this RSL 
includes as reminders the requirements and processes for awarding a 
succeeding lease.   







 
- 2 - 


 
c. GSAM Part 570, entitled “Acquiring Leasehold Interests in Real Property,” 


provides GSA guidance on the acquisition of leasehold interests in real property, 
including the special aspects of contracting for continued space requirements.  
These continued space requirements include renewal options, succeeding 
leases, superseding leases, lease expansions, and lease extensions.  Since 
2,025 GSA leases are due to expire in FY 2009, GSA’s success in its leasing 
program will be defined, in a large part, by its performance managing expiring 
leases and succeeding lease projects.   


d. While the GSAM guidance on managing expiring leases (i.e., succeeding leases) 
is clear, some realty specialists may not be aware of the specific authorities 
provided by this section that enable the Government to run an advertisement, 
conduct market research, perform a cost-benefit analysis, and, if justified, 
prepare a sole source justification to negotiate directly with the present lessor.  
While this approach is especially useful if the agency’s space requirements have 
not changed, GSA realty specialists are reminded that they must include the 
most recent SFO paragraphs in all succeeding leases in order to comply with all 
effective Realty Services Letters (e.g., Lease Security Standards, Green Lease 
Policies and Procedures for Lease Acquisition) implementing GSA's leasing 
policy, unless otherwise waived or determined not applicable according to their 
terms.  This approach eliminates the need for the Government to negotiate with 
all offerors in situations where the Government cannot expect to recover 
relocation costs and duplication of costs through competition.  This approach 
also saves the private sector the time and expense associated with developing, 
submitting, and negotiating proposals in those instances where the Government 
cannot expect to recover relocation costs and duplication of costs through 
competition.   


 3. Effective Date/Expiration Date.  This RSL and instructions are effective immediately 
and will expire 5 years after the date of issuance unless modified, canceled, or 
reissued earlier. 


 4. Cancellation.  Not applicable. 
 5. Applicability.  This RSL applies to all real property leasing activities. 
 6. Instructions/Procedures.  See Attachment 1. 
 
Attachments: Attachment 1 – Special Aspects of Contracting for Succeeding Leases 


Attachment 2 – Sample “Succeeding Lease” Advertisement Template 
Attachment 3 – Sample “Cost-benefit Analysis” Template for Succeeding 


Leases 
Attachment 4 – Sample “Succeeding Lease” Justification for Other Than 


Full and Open Competition 
 Attachment 5 – Succeeding Lease Workflow 
 





		 1. Purpose.  This Realty Services Letter (RSL) provides guidance to lease contracting officers and transaction managers on the succeeding lease workflow, the appropriate use of succeeding lease acquisition methods established in General Services Administration Acquisition Manual (GSAM) Part 570, and the technical Solicitation For Offers (SFO) content of succeeding leases.  

		 2. Background.

		a. The GSA PBS (FY) 2007/2008 Strategic Business Plan outlines PBS’s priorities for FY 2007/2008 to excel at meeting our customers’ leased space requirements by delivering superior space, in a timely fashion, at the best value for the taxpayer.  In specific terms, the business plan identifies our long-term goals, trends in customer behavior, performance results, oversight reports, and industry shifts, and it establishes five priorities, including one entitled “Improve the Real Estate Leasing Program,” for PBS.  To improve its leasing program, PBS must identify better tools and processes, identify consistent enterprise-wide operational delivery strategies, strengthen expertise and breadth of disciplines, and incorporate private industry practice and feedback.

		b. While there are many situations that justify extending a lease, we want to avoid those where we extend without a good business reason.  Also, we are concerned about the increasing workload of realty specialists; when extensions continue, their workload is compounded and expanded exponentially as expiring extensions from prior years are added to the current-year lease expiration workload.  It is important to try and take advantage of all the tools at our disposal to increase efficiency and leverage our resources.  Therefore, where requirements have not materially changed, realty specialists are reminded of the requirements to use succeeding lease protocols to negotiate leases with longer terms than that contemplated by annual lease extensions.  In addition, this RSL includes as reminders the requirements and processes for awarding a succeeding lease.  
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		 3. Effective Date/Expiration Date.  This RSL and instructions are effective immediately and will expire 5 years after the date of issuance unless modified, canceled, or reissued earlier.
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September 26, 2008

          RSL-2008-07


MEMORANDUM FOR
ASSISTANT REGIONAL ADMINISTRATORS, PBS




REGIONAL REALTY SERVICES OFFICERS



FROM:
SAMUEL J. MORRIS, III (Signed)



ASSISTANT COMMISSIONER FOR OFFICE OF REAL ESTATE ACQUISITION - PR 


SUBJECT:
Special Aspects of Contracting for Succeeding Leases



1.
Purpose.  This Realty Services Letter (RSL) provides guidance to lease contracting officers and transaction managers on the succeeding lease workflow, the appropriate use of succeeding lease acquisition methods established in General Services Administration Acquisition Manual (GSAM) Part 570, and the technical Solicitation For Offers (SFO) content of succeeding leases.  



2.
Background.



a.
The GSA PBS (FY) 2007/2008 Strategic Business Plan outlines PBS’s priorities for FY 2007/2008 to excel at meeting our customers’ leased space requirements by delivering superior space, in a timely fashion, at the best value for the taxpayer.  In specific terms, the business plan identifies our long-term goals, trends in customer behavior, performance results, oversight reports, and industry shifts, and it establishes five priorities, including one entitled “Improve the Real Estate Leasing Program,” for PBS.  To improve its leasing program, PBS must identify better tools and processes, identify consistent enterprise-wide operational delivery strategies, strengthen expertise and breadth of disciplines, and incorporate private industry practice and feedback.



b.
While there are many situations that justify extending a lease, we want to avoid those where we extend without a good business reason.  Also, we are concerned about the increasing workload of realty specialists; when extensions continue, their workload is compounded and expanded exponentially as expiring extensions from prior years are added to the current-year lease expiration workload.  It is important to try and take advantage of all the tools at our disposal to increase efficiency and leverage our resources.  Therefore, where requirements have not materially changed, realty specialists are reminded of the requirements to use succeeding lease protocols to negotiate leases with longer terms than that contemplated by annual lease extensions.  In addition, this RSL includes as reminders the requirements and processes for awarding a succeeding lease.  


c.
GSAM Part 570, entitled “Acquiring Leasehold Interests in Real Property,” provides GSA guidance on the acquisition of leasehold interests in real property, including the special aspects of contracting for continued space requirements.  These continued space requirements include renewal options, succeeding leases, superseding leases, lease expansions, and lease extensions.  Since 2,025 GSA leases are due to expire in FY 2009, GSA’s success in its leasing program will be defined, in a large part, by its performance managing expiring leases and succeeding lease projects.  



d.
While the GSAM guidance on managing expiring leases (i.e., succeeding leases) is clear, some realty specialists may not be aware of the specific authorities provided by this section that enable the Government to run an advertisement, conduct market research, perform a cost-benefit analysis, and, if justified, prepare a sole source justification to negotiate directly with the present lessor.  While this approach is especially useful if the agency’s space requirements have not changed, GSA realty specialists are reminded that they must include the most recent SFO paragraphs in all succeeding leases in order to comply with all effective Realty Services Letters (e.g., Lease Security Standards, Green Lease Policies and Procedures for Lease Acquisition) implementing GSA's leasing policy, unless otherwise waived or determined not applicable according to their terms.  This approach eliminates the need for the Government to negotiate with all offerors in situations where the Government cannot expect to recover relocation costs and duplication of costs through competition.  This approach also saves the private sector the time and expense associated with developing, submitting, and negotiating proposals in those instances where the Government cannot expect to recover relocation costs and duplication of costs through competition.  



3.
Effective Date/Expiration Date.  This RSL and instructions are effective immediately and will expire 5 years after the date of issuance unless modified, canceled, or reissued earlier.



4.
Cancellation.  Not applicable.



5.
Applicability.  This RSL applies to all real property leasing activities.



6.
Instructions/Procedures.  See Attachment 1.



attachments:
Attachment 1 – Special Aspects of Contracting for Succeeding Leases



Attachment 2 – Sample “Succeeding Lease” Advertisement Template


Attachment 3 – Sample “Cost-benefit Analysis” Template for Succeeding Leases


Attachment 4 – Sample “Succeeding Lease” Justification for Other Than Full and Open Competition




Attachment 5 – Succeeding Lease Workflow













Attachment 1 
 


SPECIAL ASPECTS OF CONTRACTING FOR SUCCEEDING LEASES 
 
GSAM Section 570.402, entitled “Succeeding leases,” establishes the lease acquisition 
procedures, including advertising requirements, market survey requirements, and 
acquisition approaches, which GSA realty associates must follow when managing 
succeeding lease projects.   
1. Publicizing/Advertising.  This section requires that advertisements for succeeding 


lease projects: 
a. Indicate the Government’s lease is expiring.  
b. Describe the requirement in terms of type and quantity of space.  
c. Indicate the Government is interested in considering alternative space if 


economically advantageous.  
d. Advise prospective offerors that the Government will consider the relocation 


costs (i.e.,moving, alterations, and telecommunications), when deciding 
whether it should relocate or pursue a sole source.  


e. Provide a contact person for those interested in providing space to the 
Government.  


2. Sample succeeding lease advertisement template.  To facilitate compliance with 
GSAM section 570.402-2, entitled “Publicizing/Advertising,” we have 
incorporated the GSAM advertising requirements for succeeding leases into the 
attached Sample Succeeding Lease Advertisement Template (Attachment 2), 
which should be tailored to your particular procurement when managing 
succeeding lease projects.   


3. GSAM Sections 570.402-4 and 570.402-5 identify the appropriate acquisition 
approach to use where there are:  
a. No potential acceptable locations (other than existing lessor) identified 


through the advertisement or the market survey;  
b. Potential acceptable locations and the cost-benefit analysis indicates that 


the Government will recover relocation costs and duplication of costs 
through competition; or 


c. Potential acceptable locations and the cost-benefit analysis indicate that 
the Government cannot expect to recover relocation costs and duplication 
of costs through competition. 


4. Cost-benefit analysis.  Consistent with GSAM Section 570.402, GSA realty 
associates must adhere to the following requirements when developing a cost-
benefit analysis to support a succeeding lease.   
a. Costs to Consider.  GSA realty associates must consider:  


i. The prices of other potentially available properties. 
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ii. Relocation costs, including estimated costs for moving, 
telecommunications, and alterations, amortized over the firm term of 
the lease. 


iii. Costs to duplicate tenant improvements.    
iv. Other appropriate factors, such as costs to meet lease security 


standards in the new location versus retrofitting the existing location 
to meet lease security standards. 


b. How to Establish Costs.  GSA realty associates must establish the prices 
for other potentially available properties by requesting each prospective 
offeror to provide an informational quotation for standard space for 
comparison purposes.  To establish these prices, GSA realty associates 
must: 
i. Provide a general description of the Government's needs that may be 


accomplished by publishing an advertisement using the attached 
Sample Succeeding Lease Advertisement Template.  (You do not 
need a formal SFO to obtain the informational quotation.) 


ii. Adjust the prices quoted for standard space for any special 
requirements. 


iii. Document the following information if obtaining oral quotations:  
1. Name and address of the firm solicited. 
2. Name of the firm's representative providing the quote. 
3. Price(s) quoted. 
4. Description of the space and services for which the quote is 


provided. 
5. Name of the Government employee soliciting the quotation. 
6. Date of the conversation. 


iv. Compare the informational quotations to the present lessor's price, 
adjusted to reflect the anticipated price for a succeeding lease. 


c. Templates.  To facilitate compliance with GSAM Section 570.402-6, entitled 
“Cost-benefit analysis,” we have incorporated the GSAM cost-benefit 
analysis requirements for succeeding leases into the attached Sample 
“Cost-benefit Analysis” Template for Succeeding Leases (Attachment 3), 
which should be used when developing a cost-benefit analysis to support a 
succeeding lease.  In addition, we have attached a Sample “Succeeding 
Lease” Justification for Other Than Full and Open Competition template 
(Attachment 4), which should be used in those instances where the cost-
benefit analysis indicates that the Government cannot expect to recover 
relocation costs and duplication of costs through competition.  Attachment 4 
is a sample only and contracting officers must consult with their respective 
office of regional counsel and follow applicable approval thresholds when 
preparing the actual justification. 
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5. Succeeding lease workflow.  To illustrate the GSAM succeeding lease 
procedures in GSAM Section 570.402, we have attached a Succeeding Lease 
Workflow (Attachment 5) to assist GSA realty associates in effectively managing 
succeeding lease projects.   


6. Succeeding lease SFO.  GSA realty professionals and support contractors must 
include the most recent SFO paragraphs in all succeeding leases, unless 
otherwise waived or determined not applicable according to their terms.   


7. Lease Scoring and Prospectus Requirements.  GSA realty professionals and 
support contractors must comply with all budget scorekeeping rules and 
prospectus requirements for succeeding lease actions. 


8. Impact on other RSLs.  Nothing in this RSL shall be construed to modify the 
policy (e.g., Fire Protection, Life Safety, and Environmental Procedures in Lease 
Acquisition, Accessibility in Leased Space, Lease Security Standards, Budget 
Scorekeeping Rules, Prospectus Requirements) of another current RSL or policy 
document issued by PBS. 


 


 





		GSAM Section 570.402, entitled “Succeeding leases,” establishes the lease acquisition procedures, including advertising requirements, market survey requirements, and acquisition approaches, which GSA realty associates must follow when managing succeeding lease projects.  

		1. Publicizing/Advertising.  This section requires that advertisements for succeeding lease projects:

		a. Indicate the Government’s lease is expiring. 

		b. Describe the requirement in terms of type and quantity of space. 

		c. Indicate the Government is interested in considering alternative space if economically advantageous. 

		d. Advise prospective offerors that the Government will consider the relocation costs (i.e.,moving, alterations, and telecommunications), when deciding whether it should relocate or pursue a sole source. 

		e. Provide a contact person for those interested in providing space to the Government. 

		2. Sample succeeding lease advertisement template.  To facilitate compliance with GSAM section 570.402-2, entitled “Publicizing/Advertising,” we have incorporated the GSAM advertising requirements for succeeding leases into the attached Sample Succeeding Lease Advertisement Template (Attachment 2), which should be tailored to your particular procurement when managing succeeding lease projects.  

		3. GSAM Sections 570.402-4 and 570.402-5 identify the appropriate acquisition approach to use where there are: 

		a. No potential acceptable locations (other than existing lessor) identified through the advertisement or the market survey; 

		b. Potential acceptable locations and the cost-benefit analysis indicates that the Government will recover relocation costs and duplication of costs through competition; or

		c. Potential acceptable locations and the cost-benefit analysis indicate that the Government cannot expect to recover relocation costs and duplication of costs through competition.

		4. Cost-benefit analysis.  Consistent with GSAM Section 570.402, GSA realty associates must adhere to the following requirements when developing a cost-benefit analysis to support a succeeding lease.  

		a. Costs to Consider.  GSA realty associates must consider: 

		i. The prices of other potentially available properties.

		ii. Relocation costs, including estimated costs for moving, telecommunications, and alterations, amortized over the firm term of the lease.

		iii. Costs to duplicate tenant improvements.   

		iv. Other appropriate factors, such as costs to meet lease security standards in the new location versus retrofitting the existing location to meet lease security standards.

		b. How to Establish Costs.  GSA realty associates must establish the prices for other potentially available properties by requesting each prospective offeror to provide an informational quotation for standard space for comparison purposes.  To establish these prices, GSA realty associates must:

		i. Provide a general description of the Government's needs that may be accomplished by publishing an advertisement using the attached Sample Succeeding Lease Advertisement Template.  (You do not need a formal SFO to obtain the informational quotation.)

		ii. Adjust the prices quoted for standard space for any special requirements.

		iii. Document the following information if obtaining oral quotations: 

		1. Name and address of the firm solicited.

		2. Name of the firm's representative providing the quote.

		3. Price(s) quoted.

		4. Description of the space and services for which the quote is provided.

		5. Name of the Government employee soliciting the quotation.

		6. Date of the conversation.

		iv. Compare the informational quotations to the present lessor's price, adjusted to reflect the anticipated price for a succeeding lease.

		c. Templates.  To facilitate compliance with GSAM Section 570.402-6, entitled “Cost-benefit analysis,” we have incorporated the GSAM cost-benefit analysis requirements for succeeding leases into the attached Sample “Cost-benefit Analysis” Template for Succeeding Leases (Attachment 3), which should be used when developing a cost-benefit analysis to support a succeeding lease.  In addition, we have attached a Sample “Succeeding Lease” Justification for Other Than Full and Open Competition template (Attachment 4), which should be used in those instances where the cost-benefit analysis indicates that the Government cannot expect to recover relocation costs and duplication of costs through competition.  Attachment 4 is a sample only and contracting officers must consult with their respective office of regional counsel and follow applicable approval thresholds when preparing the actual justification.

		5. Succeeding lease workflow.  To illustrate the GSAM succeeding lease procedures in GSAM Section 570.402, we have attached a Succeeding Lease Workflow (Attachment 5) to assist GSA realty associates in effectively managing succeeding lease projects.  
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PLEASE READ FIRST




INSTRUCTIONS FOR INSERTING TEXT INTO THE RSL TEMPLATE



All instructions for creating this RSL TEMPLATE are in BLUE HIDDEN text.  They will not print unless you specifically tell your printer to print hidden text.



A special "RSL" tool bar was created for this RSL template. It contains two buttons:




INSTRUCTIONS (to show instructions)
CTRL+SHIFT+I




HIDE INSTRUCTIONS (to hide instructions)
CTRL+SHIFT+H



This template includes FORM FIELDS (gray boxes). Think of the FORM FIELDS as variables, which require text. To insert text into a gray box, click on the gray box, and begin typing. Once you type text into a gray box, the FORM FIELD will be removed from the template.



You may not need all the FORM FIELDS provided. If a FORM FIELD is not needed, just highlight that paragraph, and delete it.



If you need additional paragraphs, highlight an existing paragraph, copy it and then paste it where you need it. This will ensure that the proper formatting is used.



Please do not make any formatting changes, such as font, font point size, margin, etc.



If this document is on a Local Area Network (LAN) drive, where everyone has access to common files, it may be a READ ONLY document.  Since you cannot alter a READ ONLY document, save it to your local drive by using the SAVE AS command under the File menu.  Once the document is saved on your local drive, you may make changes.


Attachment 1


SPECIAL ASPECTS OF CONTRACTING FOR SUCCEEDING LEASES



GSAM Section 570.402, entitled “Succeeding leases,” establishes the lease acquisition procedures, including advertising requirements, market survey requirements, and acquisition approaches, which GSA realty associates must follow when managing succeeding lease projects.  



1.
Publicizing/Advertising.  This section requires that advertisements for succeeding lease projects:



a.
Indicate the Government’s lease is expiring. 



b.
Describe the requirement in terms of type and quantity of space. 



c.
Indicate the Government is interested in considering alternative space if economically advantageous. 



d.
Advise prospective offerors that the Government will consider the relocation costs (i.e.,moving, alterations, and telecommunications), when deciding whether it should relocate or pursue a sole source. 



e.
Provide a contact person for those interested in providing space to the Government. 



2.
Sample succeeding lease advertisement template.  To facilitate compliance with GSAM section 570.402-2, entitled “Publicizing/Advertising,” we have incorporated the GSAM advertising requirements for succeeding leases into the attached Sample Succeeding Lease Advertisement Template (Attachment 2), which should be tailored to your particular procurement when managing succeeding lease projects.  



3.
GSAM Sections 570.402-4 and 570.402-5 identify the appropriate acquisition approach to use where there are: 



a.
No potential acceptable locations (other than existing lessor) identified through the advertisement or the market survey; 



b.
Potential acceptable locations and the cost-benefit analysis indicates that the Government will recover relocation costs and duplication of costs through competition; or



c.
Potential acceptable locations and the cost-benefit analysis indicate that the Government cannot expect to recover relocation costs and duplication of costs through competition.



4.
Cost-benefit analysis.  Consistent with GSAM Section 570.402, GSA realty associates must adhere to the following requirements when developing a cost-benefit analysis to support a succeeding lease.  



a.
Costs to Consider.  GSA realty associates must consider: 



i.
The prices of other potentially available properties.



ii.
Relocation costs, including estimated costs for moving, telecommunications, and alterations, amortized over the firm term of the lease.



iii.
Costs to duplicate tenant improvements.   



iv.
Other appropriate factors, such as costs to meet lease security standards in the new location versus retrofitting the existing location to meet lease security standards.



b.
How to Establish Costs.  GSA realty associates must establish the prices for other potentially available properties by requesting each prospective offeror to provide an informational quotation for standard space for comparison purposes.  To establish these prices, GSA realty associates must:



i.
Provide a general description of the Government's needs that may be accomplished by publishing an advertisement using the attached Sample Succeeding Lease Advertisement Template.  (You do not need a formal SFO to obtain the informational quotation.)



ii.
Adjust the prices quoted for standard space for any special requirements.



iii.
Document the following information if obtaining oral quotations: 



1.
Name and address of the firm solicited.



2.
Name of the firm's representative providing the quote.



3.
Price(s) quoted.



4.
Description of the space and services for which the quote is provided.



5.
Name of the Government employee soliciting the quotation.



6.
Date of the conversation.



iv.
Compare the informational quotations to the present lessor's price, adjusted to reflect the anticipated price for a succeeding lease.



c.
Templates.  To facilitate compliance with GSAM Section 570.402-6, entitled “Cost-benefit analysis,” we have incorporated the GSAM cost-benefit analysis requirements for succeeding leases into the attached Sample “Cost-benefit Analysis” Template for Succeeding Leases (Attachment 3), which should be used when developing a cost-benefit analysis to support a succeeding lease.  In addition, we have attached a Sample “Succeeding Lease” Justification for Other Than Full and Open Competition template (Attachment 4), which should be used in those instances where the cost-benefit analysis indicates that the Government cannot expect to recover relocation costs and duplication of costs through competition.  Attachment 4 is a sample only and contracting officers must consult with their respective office of regional counsel and follow applicable approval thresholds when preparing the actual justification.



5.
Succeeding lease workflow.  To illustrate the GSAM succeeding lease procedures in GSAM Section 570.402, we have attached a Succeeding Lease Workflow (Attachment 5) to assist GSA realty associates in effectively managing succeeding lease projects.  



6.
Succeeding lease SFO.  GSA realty professionals and support contractors must include the most recent SFO paragraphs in all succeeding leases, unless otherwise waived or determined not applicable according to their terms.  



7.
Lease Scoring and Prospectus Requirements.  GSA realty professionals and support contractors must comply with all budget scorekeeping rules and prospectus requirements for succeeding lease actions.



8.
Impact on other RSLs.  Nothing in this RSL shall be construed to modify the policy (e.g., Fire Protection, Life Safety, and Environmental Procedures in Lease Acquisition, Accessibility in Leased Space, Lease Security Standards, Budget Scorekeeping Rules, Prospectus Requirements) of another current RSL or policy document issued by PBS.
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Attachment 2 
 


SAMPLE “SUCCEEDING LEASE” ADVERTISEMENT TEMPLATE 
 
 


Expressions of Interest Sought 
 
Requirement:   
 
The United States Government currently occupies office and related space in a building 
under lease in [city, State], that will be expiring.  The Government is seeking to lease 
approximately [amount of square footage] contiguous rentable square feet of office and 
related space.  The rentable space must yield a minimum of [amount of square footage] 
contiguous ANSI/BOMA Office area square feet (OASF).  The lease term requirement is 
for [length of lease term] years.  The space must be available for occupancy by [Date].  
The delineated area is [insert delineated area for agency requirement]. 
 
Other applicable requirements include: 
 


• Proximity to Metrorail. 
• Sole tenancy [indicate if this is a requirement]. 
• Parking (number of on site, reserved spaces (structured vs. surface) for official 


Government vehicles). 
• Security (i.e. lobby, loading dock access, parking, setbacks etc, where and as 


applicable). 
• Others. 


 
The Government is considering alternative space if economically advantageous.  The 
Government will use the information it receives in response to this advertisement as a 
basis to develop a cost-benefit analysis and to determine whether to compete the lease 
requirement or pursue a sole source justification to remain at its current location.  In 
making this determination, the Government will consider, among other things, the 
availability of alternate space that potentially can satisfy the Government’s 
requirements, as well as costs likely to be incurred through relocating, such as physical 
move costs, replication of tenant improvements and telecommunications infrastructure, 
and non-productive agency downtime.   
 
Please send expressions of interest to: 
 
[Realty specialist/broker name] 
Address:  [                              ] 
Telephone:  [                              ] 
Fax:  [                              ] 
Email:  [                              ] 
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Expressions of Interest must be submitted to the above address by 5:00 PM on [Date], 
and must include the following information: 


• Building name and address and location of the available space within the 
building. 


• Rentable square feet available and expected rental rate per rentable square foot, 
fully serviced. 


• ANSI/BOMA Office area square feet (OASF) to be offered and expected rental 
rate per OASF, fully serviced.  Indicate whether or not the quoted rental rate 
includes an amount for tenant improvements and state the amount, if any. 


• Date of space availability. 
• Method of rentable space measurement. 
• Building ownership information. 
• Amount of parking available on-site and its cost.  Include whether expected rental 


rate includes the cost of the required Government parking (if any). 
• Energy efficiency and renewable energy features existing within the building. 
• List of building services provided. 


 
The Government’s decision regarding whether to relocate will be based, in part, on 
information received in response to this advertisement.  
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PLEASE READ FIRST




INSTRUCTIONS FOR INSERTING TEXT INTO THE RSL TEMPLATE



All instructions for creating this RSL TEMPLATE are in BLUE HIDDEN text.  They will not print unless you specifically tell your printer to print hidden text.



A special "RSL" tool bar was created for this RSL template. It contains two buttons:
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Attachment 2


SAMPLE “SUCCEEDING LEASE” ADVERTISEMENT TEMPLATE


Expressions of Interest Sought



Requirement:  



The United States Government currently occupies office and related space in a building under lease in [city, State], that will be expiring.  The Government is seeking to lease approximately [amount of square footage] contiguous rentable square feet of office and related space.  The rentable space must yield a minimum of [amount of square footage] contiguous ANSI/BOMA Office area square feet (OASF).  The lease term requirement is for [length of lease term] years.  The space must be available for occupancy by [Date].  The delineated area is [insert delineated area for agency requirement].



Other applicable requirements include:



· Proximity to Metrorail.


· Sole tenancy [indicate if this is a requirement].


· Parking (number of on site, reserved spaces (structured vs. surface) for official Government vehicles).


· Security (i.e. lobby, loading dock access, parking, setbacks etc, where and as applicable).


· Others.


The Government is considering alternative space if economically advantageous.  The Government will use the information it receives in response to this advertisement as a basis to develop a cost-benefit analysis and to determine whether to compete the lease requirement or pursue a sole source justification to remain at its current location.  In making this determination, the Government will consider, among other things, the availability of alternate space that potentially can satisfy the Government’s requirements, as well as costs likely to be incurred through relocating, such as physical move costs, replication of tenant improvements and telecommunications infrastructure, and non-productive agency downtime.  



Please send expressions of interest to:



[Realty specialist/broker name]



Address:  [                              ]


Telephone:  [                              ]



Fax:  [                              ]



Email:  [                              ]



Expressions of Interest must be submitted to the above address by 5:00 PM on [Date], and must include the following information:



· Building name and address and location of the available space within the building.



· Rentable square feet available and expected rental rate per rentable square foot, fully serviced.



· ANSI/BOMA Office area square feet (OASF) to be offered and expected rental rate per OASF, fully serviced.  Indicate whether or not the quoted rental rate includes an amount for tenant improvements and state the amount, if any.


· Date of space availability.



· Method of rentable space measurement.



· Building ownership information.



· Amount of parking available on-site and its cost.  Include whether expected rental rate includes the cost of the required Government parking (if any).



· Energy efficiency and renewable energy features existing within the building.



· List of building services provided.



The Government’s decision regarding whether to relocate will be based, in part, on information received in response to this advertisement. 
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Attachment 3 
 


SAMPLE “COST-BENEFIT ANALYSIS” TEMPLATE FOR SUCCEEDING LEASES 
 


Note:  The [name of agency] will commit to a lease firm term of 5 years.  The firm term 
of the lease to be negotiated will be five years consistent with [Name of Agency] 
commitment, and the associated tenant improvements will be amortized over five years.   
 
Acquisition of 25,600 rentable square feet  
Five-Year (Firm Term) Analysis: 
 


Cost-benefit Analysis 
Acquisition of 25,600 Rentable Square Feet (RSF) 


Five-Year (Firm Term) Analysis: 
 Present Location Alternate Location
5-yr. Total rent / annual 
RSF rate. 


$3,072,000 / $24.00 $ 2,398,720 / $18.74 


New amortized tenant 
improvements. 


$257,280 $1,137,920 


Cost of physical move. $5,029 $21,604 
Voice and Data move. $10,057 $68,974 
Duplication of 
Reimbursable Work 
Authorization (RWA) 
alterations. 


$0 $410,702 


Total 5-year cost / annual 
RSF rate (no escalations 
included). 


$3,344,366 / $26.13 $4,037,920 / $31.55   


Firm term lease savings. $693,554  
 
 
Conclusion:  
 
Based on this cost-benefit analysis, the Government cannot expect to recover relocation 
and duplication costs through competition.   
 
 
 
[Name of Contracting Officer]       Date 
Contracting Office 





		Acquisition of 25,600 rentable square feet 

		Five-Year (Firm Term) Analysis:
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Attachment 3


SAMPLE “COST-BENEFIT ANALYSIS” TEMPLATE FOR SUCCEEDING LEASES


Note:  The [name of agency] will commit to a lease firm term of 5 years.  The firm term of the lease to be negotiated will be five years consistent with [Name of Agency] commitment, and the associated tenant improvements will be amortized over five years.  



Acquisition of 25,600 rentable square feet 



Five-Year (Firm Term) Analysis:



			Cost-benefit Analysis


Acquisition of 25,600 Rentable Square Feet (RSF)


Five-Year (Firm Term) Analysis:





			


			Present Location


			Alternate Location





			5-yr. Total rent / annual RSF rate.


			$3,072,000 / $24.00


			$ 2,398,720 / $18.74





			New amortized tenant improvements.


			$257,280


			$1,137,920





			Cost of physical move.


			$5,029


			$21,604





			Voice and Data move.


			$10,057


			$68,974





			Duplication of Reimbursable Work Authorization (RWA) alterations.


			$0


			$410,702





			Total 5-year cost / annual RSF rate (no escalations included).


			$3,344,366 / $26.13


			$4,037,920 / $31.55  





			Firm term lease savings.


			$693,554


			








Conclusion: 



Based on this cost-benefit analysis, the Government cannot expect to recover relocation and duplication costs through competition.  



[Name of Contracting Officer]






Date



Contracting Office
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Attachment 4 
 


SAMPLE “SUCCEEDING LEASE” JUSTIFICATION FOR OTHER THAN FULL AND 
OPEN COMPETITION 


 
U.S. General Services Administration  


GSA Region [   ] 
[Name of Service Center/Division] 


 
JUSTIFICATION FOR OTHER THAN FULL AND OPEN COMPETITION 


 
LEASE NUMBER:  GS-XX-XXXXX 
PROJECT NUMBER: [STAR Project Number]   
Agency Name:     [Agency Name]                                
 
1. IDENTIFICATION AND DESCRIPTION OF ACTION BEING APPROVED.
 
The General Services Administration currently leases [amount of space] rentable 
square feet (rsf) of office space at [street address, city, state, under lease number GS-
XX-XXXX for the [agency name].  The current lease expires [date].  Approval is 
requested to negotiate a succeeding lease with the incumbent landlord without full and 
open competition for continued occupancy at this leased location. 
 
2. DESCRIPTION OF THE SUPPLIES OR SERVICES REQUIRED. 
 
[Agency name] submitted a continuing need letter on [date of letter] for [amount of 
space] rentable square feet of office and related space.  To satisfy the [agency name] 
mission requirements, the facility must be within walking distance of the [complete 
sentence, as appropriate]. 
 
This requirement is for [amount of space] rsf of space for a [fill in agency lease term 
Requirement]-year term to commence on [date new lease term begins].  The estimated 
annual cost of this lease is [fill in dollar figure based on information quotes received in 
response to advertisement] BOMA rentable square feet per year for an annual cost of 
[fill in dollar figure based on information quotes received in response to advertisement] 
and a total contract value of [fill in dollar figure based on information quotes received in 
response to advertisement].  The delineated area is [identify specific delineated area]. 
 
3. IDENTIFICATION OF STATUTORY AUTHORITY. 
 
41 U.S.C. 253(c) (1):  Only one responsible source and no other supplies or services 
will satisfy agency requirements. 
 
4. DEMONSTRATION THAT THE ACQUISITION REQUIRES THE USE OF THE 


AUTHORITY CITED.
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GSAM 570.402-5 allows for negotiation with the incumbent lessor when a cost-benefit 
analysis shows that the Government cannot expect to recover relocation and duplication 
costs through competition. GSA placed an advertisement conforming to GSAM 
570.402-2 on the Federal Business Opportunities Web site (febizopps.gov) on [date 
advertisement was posted] and received [number of expressions of interest received] 
responses.  The incumbent lessor’s expression of interest indicated that the rate would 
be [dollar amount] rsf.  The interested party that provided the lowest cost quoted a rate 
of [dollar amount] in its expression of interest.   
 
Award to other than the current Lessor would require relocation of the entire 
requirement and would cause [agency name] to incur move and replication costs that 
would not be recovered through competition.  [Provide a brief summary of any special 
use space such as a Sensitive Compartmented Information Facility (SCIF), Heating, 
Ventilation, and Air Conditioning (HVAC) enhanced conference rooms with video 
teleconferencing capabilities, etc., that would all have to be replicated if they were to 
move.]   
 


Cost-benefit Analysis 
Acquisition of 25,600 Rentable Square Feet (RSF) 


Five-Year (Firm Term) Analysis: 
 Present Location Alternate Location
5-yr. Total rent / annual 
RSF rate 


$3,072,000 / $24.00 $ 2,398,720 / $18.74 


New amortized tenant 
improvements 


$257,280 $1,137,920 


Cost of physical move $5,029 $21,604 
Voice & Data move $10,057 $68,974 
Duplication of 
Reimbursable Work 
Authorization (RWA) 
alterations 


$0 $410,702 


Total 5-year cost / annual 
RSF rate (no escalations 
included) 


$3,344,366 / $26.13 $4,037,920 / $31.55   


Firm term lease savings $693,554  
 
The cost of relocating [agency name] using the low cost quote exceeds the cost of 
remaining at [current GSA leased location].  The savings to the Government is 
$693,554.  Based on this cost-benefit analysis, the Government cannot expect to 
recover relocation and duplication costs through competition.  Therefore, the 
Government intends to negotiate a succeeding lease and remain at its current location.   
 
5. DESCRIPTION OF EFFORTS TO SOLICIT AS MANY OFFERS AS 


PRACTICAL. 
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In [date of market survey], [national broker contractor name or GSA] conducted a 
market survey and identified four potentially acceptable locations (three plus the 
incumbent) that might meet the agency’s needs within the delineated area.  [Provide 
brief summary of the potentially acceptable locations and their ability to meet the 
Government’s requirements].  In addition, an advertisement was placed in Fedbizopps 
on [date of advertisement].  GSA received only [number of expressions of interest 
received] responses, which are:   
 
123 Main Street (incumbent) 
456 78th Street 
 
6. DEMONSTRATION THAT THE ANTICIPATED COST WILL BE FAIR AND 


REASONABLE. 
 
In accordance with Federal Acquisition Regulation (FAR) 6.303-2(a) (7), the Contracting 
Officer determines by certifying this document that the anticipated cost to the 
Government of [dollar figure]/rsf for the entire requirement is fair and reasonable. 
 
Recent market surveys conducted by [national broker contractor name or GSA] in [city], 
[state] showed the rental rate within the delineated area ranges from [identify rental rate 
ranges quoted during market survey] per RSF.   
 
7. DESCRIPTION OF MARKET SURVEY CONDUCTED. 
 
In [date of market survey], [national broker contractor name or GSA] conducted a 
market survey that identified the following four locations including the incumbent: 
 


Address Asking Full Service Rental Rate 
456 78th Street $18.74/rsf 


987 65th  Avenue $20.00/rsf 
432 10th Street $23.00/rsf 


123 Main Street (incumbent) $24.00/rsf 
Figure 1: Market Survey Comparables 


 
8. OTHER FACTS SUPPORTING USE OF OTHER THAN FULL AND OPEN 


COMPETITION. 
 
Not applicable. 
 
9. LIST OF SOURCES THAT EXPRESSED INTEREST IN THE ACQUSITION.
 
123 Main Street (incumbent) 
456 78th Street 


 
10. STATEMENT OF ACTIONS TO OVERCOME BARRIERS TO COMPETITION. 
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Not applicable. 


 
11. CONTRACTING OFFICER CERTIFICATION.
 
By signature on this Justification for Other than Full and Open Competition, the 
Contracting Officer certifies that the award of a succeeding lease of [amount of space] 
rsf is in the Government’s best interest and that this justification is accurate and 
complete to the best of my knowledge and belief.  
 
 
__________________________________________     Date_____________________ 
[Name of Contracting Officer], Contracting Officer 
 
12. TECHNICAL REQUIRMENTS PERSONNEL CERTIFICATION 
 
I certify that the supporting data used to form the basis of this justification is complete 
and accurate to the best of my knowledge and belief. 
 
 
________________________________________   Date______________________ 
[Name of Realty Specialist], Realty Specialist 
 
 
 







- 1 -



- 5 -






PLEASE READ FIRST




INSTRUCTIONS FOR INSERTING TEXT INTO THE RSL TEMPLATE



All instructions for creating this RSL TEMPLATE are in BLUE HIDDEN text.  They will not print unless you specifically tell your printer to print hidden text.



A special "RSL" tool bar was created for this RSL template. It contains two buttons:




INSTRUCTIONS (to show instructions)
CTRL+SHIFT+I




HIDE INSTRUCTIONS (to hide instructions)
CTRL+SHIFT+H



This template includes FORM FIELDS (gray boxes). Think of the FORM FIELDS as variables, which require text. To insert text into a gray box, click on the gray box, and begin typing. Once you type text into a gray box, the FORM FIELD will be removed from the template.



You may not need all the FORM FIELDS provided. If a FORM FIELD is not needed, just highlight that paragraph, and delete it.



If you need additional paragraphs, highlight an existing paragraph, copy it and then paste it where you need it. This will ensure that the proper formatting is used.



Please do not make any formatting changes, such as font, font point size, margin, etc.



If this document is on a Local Area Network (LAN) drive, where everyone has access to common files, it may be a READ ONLY document.  Since you cannot alter a READ ONLY document, save it to your local drive by using the SAVE AS command under the File menu.  Once the document is saved on your local drive, you may make changes.


Attachment 4


SAMPLE “SUCCEEDING LEASE” JUSTIFICATION FOR OTHER THAN FULL AND OPEN COMPETITION



U.S. General Services Administration 



GSA Region [   ]


[Name of Service Center/Division]


JUSTIFICATION FOR OTHER THAN FULL AND OPEN COMPETITION



LEASE NUMBER:

GS-XX-XXXXX


PROJECT NUMBER:
[STAR Project Number]  



Agency Name:   

[Agency Name]                               



1.
IDENTIFICATION AND DESCRIPTION OF ACTION BEING APPROVED.


The General Services Administration currently leases [amount of space] rentable square feet (rsf) of office space at [street address, city, state, under lease number GS-XX-XXXX for the [agency name].  The current lease expires [date].  Approval is requested to negotiate a succeeding lease with the incumbent landlord without full and open competition for continued occupancy at this leased location.


2.
DESCRIPTION OF THE SUPPLIES OR SERVICES REQUIRED.


[Agency name] submitted a continuing need letter on [date of letter] for [amount of space] rentable square feet of office and related space.  To satisfy the [agency name] mission requirements, the facility must be within walking distance of the [complete sentence, as appropriate].


This requirement is for [amount of space] rsf of space for a [fill in agency lease term Requirement]-year term to commence on [date new lease term begins].  The estimated annual cost of this lease is [fill in dollar figure based on information quotes received in response to advertisement] BOMA rentable square feet per year for an annual cost of [fill in dollar figure based on information quotes received in response to advertisement] and a total contract value of [fill in dollar figure based on information quotes received in response to advertisement].  The delineated area is [identify specific delineated area].


3.
IDENTIFICATION OF STATUTORY AUTHORITY.


41 U.S.C. 253(c) (1):  Only one responsible source and no other supplies or services will satisfy agency requirements.



4.
DEMONSTRATION THAT THE ACQUISITION REQUIRES THE USE OF THE AUTHORITY CITED.


GSAM 570.402-5 allows for negotiation with the incumbent lessor when a cost-benefit analysis shows that the Government cannot expect to recover relocation and duplication costs through competition. GSA placed an advertisement conforming to GSAM 570.402-2 on the Federal Business Opportunities Web site (febizopps.gov) on [date advertisement was posted] and received [number of expressions of interest received] responses.  The incumbent lessor’s expression of interest indicated that the rate would be [dollar amount] rsf.  The interested party that provided the lowest cost quoted a rate of [dollar amount] in its expression of interest.  



Award to other than the current Lessor would require relocation of the entire requirement and would cause [agency name] to incur move and replication costs that would not be recovered through competition.  [Provide a brief summary of any special use space such as a Sensitive Compartmented Information Facility (SCIF), Heating, Ventilation, and Air Conditioning (HVAC) enhanced conference rooms with video teleconferencing capabilities, etc., that would all have to be replicated if they were to move.]  



			Cost-benefit Analysis


Acquisition of 25,600 Rentable Square Feet (RSF)


Five-Year (Firm Term) Analysis:





			


			Present Location


			Alternate Location





			5-yr. Total rent / annual RSF rate


			$3,072,000 / $24.00


			$ 2,398,720 / $18.74





			New amortized tenant improvements


			$257,280


			$1,137,920





			Cost of physical move


			$5,029


			$21,604





			Voice & Data move


			$10,057


			$68,974





			Duplication of Reimbursable Work Authorization (RWA) alterations


			$0


			$410,702





			Total 5-year cost / annual RSF rate (no escalations included)


			$3,344,366 / $26.13


			$4,037,920 / $31.55  





			Firm term lease savings


			$693,554


			








The cost of relocating [agency name] using the low cost quote exceeds the cost of remaining at [current GSA leased location].  The savings to the Government is $693,554.  Based on this cost-benefit analysis, the Government cannot expect to recover relocation and duplication costs through competition.  Therefore, the Government intends to negotiate a succeeding lease and remain at its current location.  


5.
DESCRIPTION OF EFFORTS TO SOLICIT AS MANY OFFERS AS PRACTICAL.


In [date of market survey], [national broker contractor name or GSA] conducted a market survey and identified four potentially acceptable locations (three plus the incumbent) that might meet the agency’s needs within the delineated area.  [Provide brief summary of the potentially acceptable locations and their ability to meet the Government’s requirements].  In addition, an advertisement was placed in Fedbizopps on [date of advertisement].  GSA received only [number of expressions of interest received] responses, which are:  



			123 Main Street (incumbent)





			456 78th Street








6.
DEMONSTRATION THAT THE ANTICIPATED COST WILL BE FAIR AND REASONABLE.


In accordance with Federal Acquisition Regulation (FAR) 6.303-2(a) (7), the Contracting Officer determines by certifying this document that the anticipated cost to the Government of [dollar figure]/rsf for the entire requirement is fair and reasonable.



Recent market surveys conducted by [national broker contractor name or GSA] in [city], [state] showed the rental rate within the delineated area ranges from [identify rental rate ranges quoted during market survey] per RSF.  



7.
DESCRIPTION OF MARKET SURVEY CONDUCTED.


In [date of market survey], [national broker contractor name or GSA] conducted a market survey that identified the following four locations including the incumbent:


			Address


			Asking Full Service Rental Rate





			456 78th Street


			$18.74/rsf





			987 65th  Avenue


			$20.00/rsf





			432 10th Street


			$23.00/rsf





			123 Main Street (incumbent)


			$24.00/rsf








Figure 1: Market Survey Comparables



8.
OTHER FACTS SUPPORTING USE OF OTHER THAN FULL AND OPEN COMPETITION.


Not applicable.


9.
LIST OF SOURCES THAT EXPRESSED INTEREST IN THE ACQUSITION.


			123 Main Street (incumbent)





			456 78th Street








10.
STATEMENT OF ACTIONS TO OVERCOME BARRIERS TO COMPETITION.


Not applicable.


11.
CONTRACTING OFFICER CERTIFICATION.


By signature on this Justification for Other than Full and Open Competition, the Contracting Officer certifies that the award of a succeeding lease of [amount of space] rsf is in the Government’s best interest and that this justification is accurate and complete to the best of my knowledge and belief. 



__________________________________________     Date_____________________



[Name of Contracting Officer], Contracting Officer



12.
TECHNICAL REQUIRMENTS PERSONNEL CERTIFICATION



I certify that the supporting data used to form the basis of this justification is complete and accurate to the best of my knowledge and belief.



________________________________________   Date______________________



[Name of Realty Specialist], Realty Specialist
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Succeeding Lease Workflow 





